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An employee who wants to go on retirement transition can submit the request in Workday up to three years in 
advance of their retirement date.  

Retirement Transition 
1. Type Create Request in the Search bar. 

2. Select the Create Request task. 

 

3. Under Request Type, select Retirement Transition. 

4. Select OK.  

 

5. Enter Retirement Transition Start Date. 

6. Enter Retirement Date. 
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7. Answer if you are currently Faculty or Staff. 

8. Answer any additional questions generated based on your response. 

9. (Optional) Enter any additional comments regarding your retirement transition plan. 

 

10. Select the appropriate affirmation. Select Submit.  

Note: The request routes to the manager and the benefits team for approval. 
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